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Create Travel Advance

Step 1

From the CalATERS web site at
http://www.sco.ca.gov/calaters global.html
Under Global Sign In, click CalATERS Global.

Skip to: Mobile | Content | Footer | Accessibility @
- COI’ItI‘O”eI’ Betty T. Yee & ThisSte ) California
g California State Controller’s Office Site Tools

¥ GLOBAL SIGN IN Home -» State Employees -» CalATERS Global
CalATERS Global

Reporting

The California Aufomated Travel Expense Reimbursement System has been enhanced fo

meet the various needs of the State and industry standards. We welcome you to CalATERS
Global.

System Administration
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¥ GLOBAL INSTRUCTIONS f

Get Started & New User %
Registration
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Travel Advance and Expense
Reimbursements

Step 2

& CalATERS Global

e
o

=lolx|

* CalATERS Global

" Please enter your logon infarmation below and click the Lagan button to
begin.

User ID: ||

Password: |

New user? MNew User Registration

Having trouble logging in? Click here for assistance

I~ wwiark Offline

Logan | Exit |

Key User ID and Password, and then

click 9590

Step 3

File Edit View Sort Help

MNew

aQa o 9

Print Profile  Help  Sign Qut

Open Status
Click the N94W| icon to begin the Travel Advance

form.

D Please make your selections below in order to create a new form

Form Type; | << Selact == |

Expense Reimbursement Farm

Select “Travel Advance Form”.

Step 4

Select the appropriate claim type, and then click
Ok

‘ D Please make your selections below in order to create a new form

Form Type: |Travel Advance Form |

Claim Type: | << Select »> =
In State Travel

Out of State Travel

Iout of Courtry Travel

Mon-Travel Expenses Only

Key the Report Name (based on department policy),

and then click O_kl.

B Specify a report name that follows your department policy or departrent narming canvention,

Report Natme: [Training - San Diego]

Step 5

BB Edward Cullen [In State Advance: Training - San Diego]

File Edit view Help
@| @

—iBix|

=3

Qld

Help

Save | Print | Notes | Info Save and Close
(4 1, General | EH 2. Travel Advance Information | 7 Carpleton |
| B General Report Information: |

Report Infio
@ advances |
a Enter the Adance Delivery information below
How would you like 1o receive your Travel Advance Cherk? [Fick up E
Indicate date check is neeced: [EEgT f

From the General tab, click j to select the check
delivery option. Complete any additional fields.

Step 6

@ Advances I

d

Hawr would you ke to receive your Travel Advance Check? [Pick up
Indicate date check is needed: J08/20/12 a

July 2012
Su Mo Tu'We Th Fr Sa
123 4567
g 91011 12 13 14
15 16 17 18 19 20 21
2223 24 25 26 27 29
29 30 31

Enter the Advance Delivery information below

August 2012 P

Su Mo TuWe Th Fr Sa

1234

56 78 91011

12 13 14 15 16 17 18

1920 21 22 23 24 25
26 27 25 20 [l 31

Enter the date (or select date from the dropdown
calendar) to indicate when check is needed.
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Create Travel Advance

Step 7

Click on the Travel Advance Information tab.

[ Edward Cullen [In State Advance: Training - San Diege] N [=] |
File Edit View Help
CO|H | B|kb|le B
Back | Mext | Save | Print | Notes | Info | Help | Save and Close
(3 1. General %2. Trawel Advance Infor mation ]:33 Carpletion |
hd Advances = Y Totak
> 0.00 4|
0.00
0.00
0.00
0.00
0.00
0.00
4| | 0.00
Select: [ << Select »» = Enter
Dot

Click ﬂ and then click

Il Sonja Red [In State Advance: Test Code 4.3]

Step 8

=10 x|
File Edit view Help
<) Q|| 2| D
pack | next | Save | print | Nots | nfo | Help | Save and Close
(3 1. General | 5 2, Travel Advance Information | b 3, camplation |
= Advances = v Totals |
~ 0.00 =]
0.00
0.00
.00
ooo |
0.00
0.00 -
| (| 000
- Select; [Advance = Entar
Ammount; 0,00 |
T DT
erd Datm: | o.o0
estination;
Purpose

Enter the amount you are requesting by typing on
the amount field, or by using the dropdown

calculator.

Step 9

Enter the Start and End Date by typing the date, or
by using the dropdown calendar.

Amount: |
Trip Start Date:
Trip End Date: | / /

250.00

Enter the Destination and Purpose of your Travel.
Destination :
Purpose:

Then, click __EMEr

Step 10

Go to the Completion tab.

Proceed to Submission tab.

Step 11

Step 12

Select print options and = 5 Frint Preview

QO|H|| 20| @ ||Emm=m——m—ms
Back | Mext | Save | Print | Notes | Info | Help | Save and Close H| s D The Summary Sheet displays.
Back Hext | Save | Print | Motes | Adjustments | i Help | Save and Close

[ 1. General ‘B8 2. Travel Advance Information || ¢ 3. Completion |
1

[ 1. General | E2. Travel Advance Information | <9 3. Campletion |

[ 4. Review Iterms | € 5. Submission |

If there are Review Items, you may need to provide

Comment

A | Requred

& Department

e T Folicy £2 \m
Exception: TA forms should not be subritted earlier than 5 calendar days pricr t trip dates (advance amount 250.00), Expla

PriurReweWItem| et Revies It | Detai\m| Pu\icy.”|

| B submission

The Surm of the Travel Advance Request = § [250.00

Change Approver

€D This form willbe routed o Professor Plum |
C J

Add Approver

Send Copy

business for the

travel advance;
23 retum the travel advance check;

the travel advance; or

departrent to

L hereby certfy trat this v achance s necessary t deffay iy xpercets) whils on offical

te of California, 1 understand that this s a loan given for the anti
Crtaraen Bt b A0, W L5 e et Eoy SO s 1 et it 1Ay vapay the
entire amount of the travel advance in one of the following ways:

1) Subrmit an expense reimburse ment request sufficient to offset the entire amount of the

submit a personal check, money order, or cash repayment to offset the entire amount of

4) submit the combination of an expense relmbursement request, personal check, maney
arder, ar cash repayment of the unused balance of the travel advance.

If1 have not ull repaid the advance within the tims fame descrbed i SAM B116.1, L authorize my
jeduct any outstanding amount from my next salary warrant,

Password: b submit |

The Submission tab displays your approver.

Enter password and click

b submit

‘ Travel Advance Summary Sheet

[ 'ADVANCE REQUEST INFORMATION ] TOTALS ]

Name  Edmad Culln Total Travd Advance Amount 25000 USD.
FomID  TAFNO0I00363
Approver  Prafssor Phom

RepertName  Inumuing- Su Disge

Advance Chedk Mafhod
Adtvince Date Needed

Pikp
086012

ADVANCE DATA SUMMARY |

Start Date | End Date | Ammount | Destinatin Furpose Aufarizdion Numbar |

08012 0&BlL3 000 s Diegn Tring

[ TRAVEL ADVANCE EXCEPTIONS |
Tt I Ropaase [ raw ]

T4 fertas should he submritied ot Least § calendar days prier fo &ip dates (advance smount 750 00). Explanafion & ™

| and then click Q

The form will be sent to the next approver for
review.

Click |

F'rlnt




